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THE 

TELEPHONE 

and How We Use It 



BELL TELEPHONE SYSTEM 


THE TELEPHONE AND ITS USES 


The telephone was invented in 1876 by a young man named 
Alexander Graham Bell. 



Since then the number of telephones has grown and grown 
and today there are millions of telephones in America. 


The United States has more 
telephones than all the rest of 
the world. 



There are telephones everywhere. They make it easy to talk 
with people a long way off or only across the street. 
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There are many other uses of the telephone. 


KINDS OF TELEPHONES 


There are several kinds of telephones. Here are some 
common types: 




In other places, the telephones do not have dials. 
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HOW TO TALK ON THE TELEPHONE 



Speak in a natural, clear voice. 


You do not have to shout. Speak as though the other per- 
i were in the same room. 
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HOW TO USE A DIAL TELEPHONE 




There are also some other types of dials, but all dials work 
the same way and are easy to use. 









Now let’s call John Smith, whose telephone number is 
COlumbus 6-7790. 


Notice that the first two letters of COlumbus are in capitals. 
To call a number on a dial telephone you use only the let¬ 
ters in capitals, followed by the figures. 


So when you call John on a dial telephone, you just dial 
C-O-6-7-7-9-0 



Listen for the dial tone— 
a steady humming sound. 
If you dial before you 
hear it, you may get a 
wrong number or no 
number at all. 




When you hear the dial tone, 
place your finger in the hole on 
the dial where “C” is seen. 




Turn the dial to the right until 
your finger hits the finger stop. 


Remove your finger and let the 
dial go back by itself. It will 


make a clicking sound. 




Next, place your finger in the 
hole where the letter “O” is 
seen and turn the dial until 
your finger hits the finger stop. 


Remove your finger and let the 
dial click back again. 
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Now dial the numbers 
6-7-7-9-0 in the same way. 





Of course, when a telephone number has no letters all you 
have to dial are the numbers. 


When you finish dialing, wait a mo ment 
and you will hear a brrr brrr sound. 
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HOW TO USE A TELEPHONE 
WITHOUT A DIAL 



When using a telephone without a 
dial, you tell the number you are call¬ 
ing to a telephone operator, instead 
of turning a dial. 


Let’s call Jane Murray, whose 
telephone number is 
COlumbus 6-8722. 




Notice that you say the whole word “COlumbus,” not just 
the first two letters “CO” which were used on the dial 
telephone. 
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At a switchboard, the operator connects your telephone 



COIN TELEPHONES 


Coin telephones are easy to use. 
Simply follow the instructions 
on the front of the telephone. 
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ALLOW TIME FOR ANSWERING 


If the person you are calling does 
not answer right away, let the tele- -~^ r 
phone ring at least a minute. He or 
she may be in another part of the 
house or outdoors. 




If there is no answer after a min¬ 
ute or so, probably no one is at 
home; so hang up and try again 
later. 


BUSY SIGNAL 


When you are calling some¬ 
one, you may hear a buzz- 
buzz-buzz sound. 


This is the busy signal, which means 
that the line you are calling is being 
used. 


B UtZ'BUZZ- 8lJ , 




When you hear this sound, hang up 
right away and wait for several 
minutes before calling again. 
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HOW TO USE THE TELEPHONE BOOK 


When in doubt about a tele¬ 
phone number, always look it 
up in the telephone directory. 


This is part of a page from a 
telephone directory. 

\ 




Notice that each person is listed with his last name first. 
Following his name are his address and telephone number, 
like this. 

Hill J W l4Elm -MAin 9-6321 


The yellow pages of the directory, where business people 
are listed by the kinds of business they are in, are also 
helpful in finding telephone numbers. 
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Suppose you want to telephone a bicycle shop but you do 
not know the name of one. You will find the address and 
telephone number of a shop under “Bicycles” in the yellow 
pages. 



There a 

bers which we call 
quite often, such as 
those of o 
relatives, j 

are numbers we should call in cases of em 
those of our doctor, the drug store, the pol 
partments. It is helpful to keep a list of thes 
the telephone so that we can look them i 
easily before calling. On page 24 you will 
which to make up a sample list of such nui 
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HOW TO GET HELP IN MAKING CALLS 



CALLS TO INFORMATION 

If you have looked in the directory 
and cannot find the number of the 
person you want to call, you can 
get his number from the “informa¬ 
tion” operator. 


If your telephone has a dial, the number to dial to reach the 
information operator is listed in the front part of the direc¬ 
tory. If your telephone does not have a dial, ask the oper¬ 
ator for “information.” 


OTHER ASSISTANCE 

If you need any other kind of help in making a call, ask the 
operator. On a dial telephone, she can be reached by dialing 
the number “0”. Of course, when a telephone has no dial, 
the operator answers when you pick up the telephone. 



EMERGENCY CALLS 

If you need help in case of an emer¬ 
gency, call the operator. She will 
be glad to help you. When making 
an emergency call, be sure to give 
the address where help is needed. 
Be calm and talk slowly so you can 
be understood. 
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TELEPHONE MANNERS 


When you telephone, the other person cannot see you. He 
judges you by your voice. 


Be natural and polite when using the telephone and you 
will make a good impression. 



her, apologize to the person 
who answers. 
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If you answer a call for some other member of your family, 
say, “Just a minute please,” or use a similar polite expres¬ 
sion. If the person called is not home, offer to be of help. 


"MARY ISN'T HOME- 

MAY I TAKE THE MESSAGE 


If it takes a little time for the per¬ 
son called to reach the telephone, go 
back to the telephone and explain. 




'DAD IS OUT IN THE GARDEN - 
HE'LL BE RIGHT IN-" 


After finishing a call hang up the 
telephone carefully to avoid an 
unpleasant banging noise in the 
other person’s ear. 


Also, be sure that it is firmly 
in place. If one end of it is 
held up by a book or other 
object, no one will be able to 
call you. 
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BE A GOOD TELEPHONE NEIGHBOR 


Homes which have party line service share the use of the 
same telephone line with one or more other families. 



If your telephone is on a party line, here are some hints on 
how to use it the best way. 


Be a good neighbor on your party line. Good neighbors are 
always ready to let others share the line. 
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A good neighbor hangs up quietly right away when he 
picks up the telephone and hears someone else on the line 
talking. 


A good neighbor also hangs up promptly when someone 
else on the line needs to make a call. 



Remember, the telephone you call may be on a party line 
even if yours is not, so always be a good telephone neighbor. 


The telephone is an important and useful tool of every-day 
life in America. If you use it correctly it will serve you well. 
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SUGGESTED ACTIVITIES 


USE OF THE TELEPHONE 

1. For what purposes have you used the telephone? What 
uses do other members of your family make of the 
telephone? 

2. What is meant by “emergency call?” On page 3 a man 
is shown calling a doctor in an emergency. How many 
other emergency uses of the telephone can you name? 


USING THE TELEPHONE DIRECTORY 

1. On page 13 a part of a telephone book is printed. Find 
and write down the telephone numbers of the following: 

a. Tom Hess 

b. John Hix 

c. Hogan’s Market 

d. Helen S. Hutton 

e. Ingram Tire Co. 

How would you dial each of these numbers? If you 
didn’t have a dial telephone, how would you say these 
numbers to the operator? 

2. Write the telephone numbers of the following. If you 
are not sure of the numbers, look them up in your 
local telephone book. 

a. Your family doctor 

b. Your father’s place of work 

c. The Police Department 

d. Your family dentist 

e. One of your friends 
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3. From the yellow pages of your telephone book find and 
write down the telephone numbers for the following: 

a. A flower shop 

b. A shoe store 

c. A plumber 

d. A bicycle repair shop 

e. A bakery 

4. On the special form on page 24 make a personal tele¬ 
phone list. Write down, in alphabetical order, the names 
of some of your friends and their telephone numbers. 
Also list the telephone numbers of places and persons 
you may want to call some time, such as your family 
doctor, your father’s place of work, and your school. 


MAKING A TELEPHONE CALL 

1. If there are dial telephones where you live use the 
practice telephones to dial the following numbers: 

a. GArfield 9-6213 d. JOrdan 8-7062 

b. CApitol 7-8428 e. MElrose 9-6927 

c. Hickory 6-9175 f. SPring 7-9064 

2. If there are no dial telephones where you live, how 
would you ask the operator to get you the following 
numbers: 

a. MOnroe 9-8105 d. ATlantic 8-9682 

b. SEneca 7-9325 e. EMerson 9-6558 

c. WAlnut 6-7423 f. Dickens 7-8328 

3. If you were alone and wanted help, what would you tell 
the operator in the following cases: 

a. The house next door is on fire. 

b. A strange man is trying to open a window in your 
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neighbor’s house and you know no one is home. 

c. You are alone with a younger brother and he burns 
himself badly. 

d. There is a bad accident on the street outside of 
your house. 

4. List all the things that you would be sure to do right 
in calling a person so that you would not get a wrong 
number. If you should ever get a wrong number, what 
would you say? 

5. If you were in another part of town and wanted to call 
your mother from a drug store and tell her you’d be 
late coming home, could you use a coin telephone? Tell 
your classmates just how you use a coin telephone. 

USING A PARTY LINE 

1. Write your rules for using a party line telephone so that 
all people will be served best. 

2. If you are on a party line, what would you say and do 
in the following cases? 

a. You are talking with a friend and some other per¬ 
son on the line says that she wants to call a doctor. 

b. After you have been talking for some time you 
hear another person on the line pick up his tele¬ 
phone and then replace it. 

c. Others are talking on the line and you want to 
make an emergency call. 

d. You lift the receiver and hear others talking. 


USING THE PRACTICE TELEPHONES 

1. Call a drugstore near your home and ask them to 
deliver some medicine. 

2. Telephone a theatre in town for information about the 
time a certain picture starts. 

3. Call your dentist for an appointment. 
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4. Report a fire in the garage next door to your house. 

5. Order meat from the butcher. 

6. Call the cleaner and ask when the coat you are having 
cleaned will be delivered. 

7. Call a friend to go to a show with you. 

8. Call the telephone company. Ask for “Repair Service” 
and report that a branch of a tree in your yard rubs 
against the telephone wire. 

9. Call the mother of a sick friend and ask how he is 
feeling. 

10. Call the Information Operator and ask for a number 
that you cannot find in the telephone book. 

11. Call the railroad station and ask when a certain train 
leaves. 

TAKING CALLS FOR OTHERS 

1. If you were alone at home, what would you say in the 
following cases: 

a. Mrs. Brown calls and asks if she may speak to 
your mother. 

b. Some one calls and asks for a person who does not 
live at your house. 

c. Mr. Smith calls and asks to have your father call 
back. 

d. A friend of your mother calls and wants to leave a 
message. 

OTHER ACTIVITIES 

1. It is nice to have handy everything you might need 
while telephoning. Set up a table in your classroom with 
the necessary items. 

2. Read about the work of Alexander Graham Bell and 
report to the class on how he worked to invent the 
telephone. 

3. Write a playlet on using the telephone correctly. Act 
out your play with the help of your classmates. 
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PERSONAL TELEPHONE LIST 


OF 




Telephone Number 
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